SOUTH COUNTY HOUSING/PROPERTY MANAGEMENT

JOB DESCRIPTION

PROPERTY MANAGER

FLSA Status:   Exempt

                   Department: Property Management


                 Reports To: Property Supervisor
________________________________________________________________________

SUMMARY

South County Housing/ Property Management is a non-profit corporation dedicated to building community through the provision of housing opportunities, economic development, and related support services that will enhance the lives of low to moderate income households.

The Property Manager is responsible for the day-to-day operation of assigned properties.

COMPANY POLICY, PROFESSIONAL CONDUCT AND CORE VALUES

A. The Property Manager will adhere to company policy when making decisions, and performing all duties.

B. The Property Manager will conduct him/her self in a professional manner at all times including (but not limited to) the areas of personal appearance and communication (both written and verbal). 

C. All employees will practice and respect our Core Values.  Core values are enduring principles that do not change over time.  They guide our actions and decision making every day:

A. Provide quality customer service

B. Maintain the highest standards of integrity

C. Foster the well-being of employees, recognizing their contributions and treating them with respect

D. Promote teamwork, trust and communication throughout the Agency.
ESSENTIAL JOB DUTIES include the following. Other duties may be assigned.

PERSONNEL MANAGEMENT:
A. The Property Manager, in conformance with the principles and the directions of the 

Management Corporation is responsible for hiring, evaluating, coaching, and disciplining employees.               

B. The Property Manager (in conjunction with Management Corporation) is responsible for Staff development.

C. The Property Manager will continue his/her own professional development through participation in training programs.  The Property Manager must accomplish certification in HUD, USDA and Tax Credit or other appropriate affordable housing programs.

D. The Property Manager will coordinate the work of the staff to ensure the effectiveness of the Program, and to encourage good cooperation between all aspects of the program.

PROGRAM ADMINISTRATION:

A. The Property Manager will ensure the rent-up of apartments, and maintain the waiting list(s) in the assigned portfolio.

B. The Property Manager will prepare and maintain Resident documents and forms, including Lease Agreements and income certifications.

C. The Property Manager will participate in legal matters such as eviction proceedings.

D. The Property Manager will conduct regular apartment and facilities inspections.

E. The Property Manager will develop and present recommendations to the Property Supervisor for improved methods of operation of the complex.

FINANCIAL MANGEMENT

A. The Property Manager will assist the Property Supervisor with preparing operating budgets and will adhere to the budgets to ensure the fiscal integrity of the development.  Significant budget changes will require Property Supervisor approval.

B. The Property Manager will adhere to all accounting and reporting procedures required by the Management Corporation, HCD, TCAC, HUD, appropriate City, and Investors.

C. The Property Manager will supervise the collection of carrying charges and other reimbursements.

D. The Property Manager will maintain records of all project transactions and will prepare financial, management and maintenance reports for the Property Supervisor, HCD, HUD, TCAC, etc., investors and board. 

MAINTENANCE ADMINISTRATION
The Property Manager is responsible for:

A.    Performing continual inspection of the property, to ensure maintenance of the property in an 
        attractive and safe condition.   

B. Performing continuing analysis of maintenance problems with assistance of the Property Supervisor and the maintenance staff.
C. Assisting the Property Supervisor/Maintenance Operations Maintenance Manager with the monitoring of all maintenance contract requirements.                                                                                                                                                        

D.  Adhering to all maintenance requirements of the Managing Corporation, HCD, HUD, and local requirements

E. Assisting the Maintenance Operations Manager with development and implementation of emergency plans.

F. Overseeing the purchasing of supplies.

G. Assisting Maintenance Operations Manager with the supervision of outside contractors working on the property.

H. Performing other duties as assigned by the Property Supervisor and/or Maintenance Operations Manager
SOCIAL SERVICE ADMINISTRATION
A. The Property Manager will develop in consultation with the Resident/Senior Service coordinator, a comprehensive list of social services to help maintain the independence, well-being and dignity of the residents.  

B. The Property Manger will develop and maintain a positive relationship with the resident council/ resident committees.

C. The Property Manager will make referrals to social service agencies where needs warrant.

D. The Property Manager will maintain cooperative working relationships with local government, municipalities and other community groups.

F.   The Property Manager will conduct informational tenant meetings. 

SUPERVISION RECEIVED AND EXERCISED:

The Property Supervisor supervises the Property Manager.  The Property Manager supervises the Assistant Property Managers (if assigned to the portfolio) and the Maintenance Technician assigned to the portfolio.
QUALIFICATIONS:

Education and Experience:

Sufficient education, training, and/or work experience to demonstrate possession of the following knowledge, skills, and abilities, which would typically be acquired through:

· Possession of High School Diploma

· Minimum 1 Year of increasingly responsible property management experience.

Knowledge of:

A.  Principles, methods, and techniques of housing and property management.

B.  Federal, state, local law as it applies to tenants and landlords.

C.  HUD, USDA, Tax Credit and other affordable housing programs as applicable to
            assigned portfolio

Ability to:

A. Work independently and to analyze and solve problems in the field.

B. Handle emergencies, resident concerns and complaints, and meet 

necessary timelines.

C. Demonstrate administrative and supervisory skills.

D. Demonstrate strong interpersonal and "Listening" skills.

E. Communicate effectively both orally and writing.

F. Be sensitive to the needs and concerns of our resident population.
Possession of Certificates, Licenses, Registrations:

A. Must possess a vehicle, valid California Driver’s License, and appropriate insurance.

B. Must accomplish certification in HUD, USDA and Tax Credit or other appropriate affordable housing programs within one year from hire date.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Mobility

2. Speaking/Hearing

3. Seeing

4. Sitting

5. Use of fingers/Manual dexterity

6. Lifting up to 10 lbs.

WORK  ENVIRONMENT:

1. Indoors: 
office conditions, 75% of the time

Outdoors:  
varying conditions, 25% of the time

2. Noise Level:  
conducive to office setting

3. Lighting:  
conducive to office setting

4. Flooring: 
 low level carpeting

5. Ventilation:  
provided by central air conditioning

6. Dust:  

normal, indoor levels
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